
Requesting Leave in 
Employee Self Service

(ESS)



Employee Self Service (ESS): 
Quick Guide Review

Employee logs on to the ESS Portal.
Employee reviews his/her Quota Overview. 
Employee enters and sends leave request(s). 
Employee reviews the Leave Overview for 
status. 



• Access the logon screen at: https://mybeacon.its.state.nc.us/
• Type in your NCID and password (the password will need to be 

changed every 90 days)
• Click the “log in” button

https://mybeacon.its.state.nc.us/


• Click on the My Data (ESS) tab

My Data (ESS)



• Following is the Overview screen.
• Select  “My Working Time” in either of two places on this 

screen.



• Following is the “My Working Time” screen.
• Select  “Quota Overview” from the menu to determine if 

you have sufficient leave levels to make your request.



• Following is the Quota Overview screen.
• Your available leave totals are displayed here.



• Following is the Working Time main screen.
• The Leave Request worksheet is accessible here. 



• Following is the Leave Request worksheet.
• The “Show Team Calendar” link will let you see other requests your 

team members have pending.
• The “Show Time Accounts” will display your leave levels.
• The “Show Overview of Leave” screen will display your leave 

requests.



• To request leave, you will need to complete the information on the 
Leave Request screen.



• Once you have completed the request screen, you will need  
to open the “Approver” dropdown menu to search for your 
Manager/Supervisor.
•Select the appropriate name from the list.



• Once you have selected your “Approver” from the list
• Review the details onscreen to check for accuracy 
• Click “send”



• You should then see a confirmation screen.
• Make sure you can see the note “The leave request has 

been sent.”



• Your Quota Overview displays your leave entitlement.
• Your Overview of Leave displays whether your request has       
been approved or rejected.
• If you do not have sufficient leave levels to cover your 
request, you must consult with your manager on other options.



•Other leave forms available from the My Working Time main   
page include:

•Voluntary Shared Leave Application
•Voluntary Shared Leave Donor
•Advance Sick Leave 
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